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mting mm an cﬂ’wﬂm Mting unﬁ the uge ui’ fors end pattern
letters; and introlducing the use of & proof hectograph masters,
top searet hectography elassification stiskers, ard plaptic stencil
aovers.

LO00 mmr « Inven-

or required; de ané iu‘h'aitm to Ar-m Records efﬁeern
regowasniations tm 5 of these reports; snd provided guidance for
mﬁmﬁm offiee prograuws,

o t , oduce! Area. Provided staff
AppTra ' ' ative reporis, and
m.ma mmmﬁm on 32 af the 119 myerts surveyed, These
recosendations are now being acted upon.

6 _inereased 2§$ over 1955.
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M&aﬁm Mpom m mst y iwgrmé( z‘i.imim an o‘r foliw-—

up Clandesiine Bervices Reporis to Preliminary Dissemination

3&"& has already saved 375,000 {n six mwonths in editing, typing,
yraﬁﬂ:sa tine,

£iling o s promoted. Accomplished by hc‘buﬂng an
D AS a‘eat Byaten ve OTR Adwinistrative dures
Couvses;} mtnﬁinglthe mm in the Office of the ms ; the Office
T o mtsriml Inte ce Collections, Physical aewriay Dlvision,
Graphics Register » Bpecial Register, OCR, and part of OCI;
and mﬂ rile tminina sesgions to wembers of this staff.
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to imlmive wu 1 2 wn:h h for the
1985 and ?356 ai?i’gt gamﬁ tion beng og
m» and the wt;y memna records retirement zectivity
for the lagt two years.
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_SXN TS and fop vad rrocedures put mto effect
ffti*e&:ﬂm*;zxﬁ"x”ﬁ ; tm- B 2d the Uentral
B aRY TeLiry ED BLOOR 8 31 11 egbimm for savings
60; iuproved tl:t chargecut a:ntveu; established stendarde for
£1ling, elininated the need for an sammual requirewent of
worth of folders; and reduced the worklead of the file clerk.

tim s!‘ mactiu maﬂu, &eatrayn& or retired contents
uf n!;u e cabinets; installed en {aproved masil control and routing

m; aﬁﬁ {nstalled an improved system for recording the entrance
W of speelal badge holders.

rith marﬁx systems. Through consulta- .

1en with 158 J Necords U3 qed 1O orﬁar‘lng proper
gutden fav: s earﬁ fi},e m” 1¢ space requirements for one
sariss from three safe {minated the peed for t

1% a!‘ e lama neheﬁulaa For training; and installed the meil
mzm by this staff. The mell control system
gontrol of mail in process; eliminates re itiw
lmiag a!’ the same item in the verious divisfons, end provides
or following up on unanswered correspondence.

ging o v ,u ammn f’eet cmd mcamandea a reduc-
»3%0 ;quare feet,

O PR T T o e Por T i Tui1d1ing,
bm“t ’“3& Nquimma af tha m!miniatm»

rovieved the
tive ptafl m ‘the opera im staff of OCR to establish reguire-
um for setting up & wodel office unit,

ergons frov 12 offices

¥ gL g} t_)‘ﬂéw{t k“,.; @ i Y ‘b&ri!l "* 1@@ y *’?’“ "«-
R Te T T T enty Snl v 1ih The coneurronie o

of B ty mmm replacewent of L 4drawer safe
:ith 5 &m standard wh!mta “his cha effected a

per cent sa zn space and eliminated the need expand
faeilities prior July 1958.
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‘ feTinls were provided In
TR ] 2 158 Teqy The 32 unfilled requests
vere fm« mt&risk m &exmui-m (zm-mtive setion has been taken.

roys 1,882 iw nua 15,698 eu. ft.

T vere innﬁeﬁ aaﬂ?eem; adntml whedules developed
and mlmd

o1 ae?wduhs' tmétha d&pmit of

tiniahed mﬂz@mg sateciale. Io e881tion. schediles were
ipp}.ir:ﬁ at the Center for the destruction of A
regords.

D17 e, 4. of

Arie Plans and specifications
F aong 3 L4 0 0,000 gg. 5. of storage space
hlma m mmﬁ ma: will be unuaﬂ for this spring.

Pro ,“u‘iml o ,lifieatinns of Staff meghers broadaned. The
s O Stall snalyst were broadened CthArough one or
m ef the tauwing aetiviﬂu:

&. Attendance st 1k weetings of four loecel professional
societies.

B. Attenflance st five seminare and conferences eea&uﬂaﬁ
Yy loeel snd nations]l professionzl organizations.

t. Trips to various public and private orgenisations utilizing
advanced-type records systems snd eguipment.

4. Completion of the two week Inmstitute on Records Menagement
eanfucted by Americen University.
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